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Using the Copy Editor to Make Changes

This chapter contains basic information about using the copy editor to make
individual changes. For more detailed information about each of the fields in the
Copy Editor, see Chapter 6 — Item Templates.

From the Holdings Maintenance view of the record you wish to change, highlight
the item line and right-click or click on Actions for Selected Rows (Alt +F).
Choose Edit Items (Alt + E) in the drop down window. If an item line is not
highlighted, Edit Items will not be clickable.

The Copy Editor will open:

|9 Copies E@@

Copy Editor

_ Teen books ~ l Apply l Delete l Impart “ Export l Save E\
g L
Identification I Location (1) T Circulation (2) ] [ Miscellaneous (3) Statistics (4) ki
Status Location,/ Collection Circulate? Alert Message Library Fileer >
©n holds shelf 1 copy Mew Books . 2nd Floor 1 copy Yes 1 copy <Unset 1 copy EG-IN: Legacy Item Catl
<Unset > 1copy
Barcode Circulation Library Holdable? Deposit?
3946002587652 1 copy HYMPL 1 copy Yes 1 copy o 1 copy EG-IN: Legacy Item Cat2
= <Unset> 1copy
Creation Date Owning Lib : Call Number Age-based Hold Protection Deposit Amount
2011-11-04 1 copy HMMPL ; FIC KING, 1 copy &manth 1 copy 0.00 1 copy HMMPL : Legacy Home Location
STEPHER <Unset> 1 copy
Creator Floating? Price
hm-cat2 1 copy Copy Number o 1 copy 35,00 1 copy HMMPL : Legacy Item Type
" 1 1 copy <Unset: 1 copy
Last Edit Date Loan Duration OPAC Yisible?
2012-02-01 1copy Long 1 copy es 1 copy
Last Editor Fine Level Reference?
hm-circl 1copy Normal 1 copy o 1 copy
Circulate as Type Quality
Language material 1 copy Good 1 copy
Circulation Maodifier
book new : boak new 1 copy
recently purchased b
H\deFIEIds Copy Hotes I l Modify Copies ] [ Close ]

TIP: You can also access the copy editor from the Item Status screen by right-
clicking or clicking on either of the drop-down menus and selecting Edit ltem
Attributes.

If you wish to make changes to the item record, or change the status of the item,
you can change it from this screen.
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Miscellaneous {3)

]

Alert Message

Check For disc in back, of
bioak.

| apply | [ cancel |

Deposit?

Yes b

apply ] [ Cancel ]

Deposit Amount

Apply ] [ Zancel ]

Price

£0.00

Status

Awailable

Bindery

Cataloging

Claimed Returned
Contact library
Danaged
Discard/Meed

ILL

In process

Long Owerdues

Mending

Missing

On order

On reserwvation shelf
Deference

Deorder

Beserves

Beshelving

Tenporarily Tnawvailable

1 copy

| Availahle

bp

bp

bp

bp

bp
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To activate a field you wish to edit, click on that field.
You will then be able to edit the information in the
field, either with a drop down list or a text box. The
field will also have buttons labeled Apply and Cancel.

Most active fields will have a drop down list, as seen
in the Deposit? field.

Alert Message has a text box. Any text that is desired
can be entered into the Alert Message box. This will
give an alert when the item is checked out or in.

NOTE: Adding an Alert Message will prevent an item
from being checked out via self-check.

Only numbers can be entered into the Deposit
Amount and Price fields. If you enter a whole
number, .00 will be added automatically.

When the desired value is displayed in a field, click

Apply (Alt +A).

To edit a field with a drop down list, select the desired
value from the list. For example, in the Status Box,
the drop down menu appears as shown to the left.
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When the value you have selected is displayed in the box, as shown below, click
Apply (Alt +A).

Identification
Status

Temporarily Unavailable

[ apply ] [ Cancel ]

When you have applied the changes, the field will turn green to indicate that the
field has been edited:

Identification

Tempotariky 1 copy
Unawailable

NOTE: You must click Apply in each box for your changes to be saved. If you
make your changes and leave the box active, your change will be lost even if you
click the Modify Button.

NOTE: There is a display issue with some of the drop down boxes. If some of
the text is wider than the column, the box extends into next column when you
open it, as seen below.

! —— J L. — J

Location,/ Collection Circulate?
o Shads | NS 1 copy

Apply ] ’ Cancel Holdable?
Yes 1 copy

Circulation Library
HIMMPL 1 copy Age-based Hold Protection

You can just click on the dropdown list within the correct column and proceed,
rather than using the down arrow:
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Location {1) ] [ Circulation (2)

Location,/Collection Circulate?

Eia-IM : Stacks Yes v

HMMPL : &udio Books . Znd Floor

HMMPL : Audioc Wisual - 1lst Floor
HMMPL : EBeginning Chapter Books - lst Floor
HMMPL : Biographies . End of Nonfiction section . End Floor

HMMPL : Elu-ray . l1lst Floor

TTAFNTT . OTh Tiee - L N R

Or you can adjust the column size to fit the dropdown list by dragging on the lines
between the columns:

’ Location {1} ] [ Circulation {2) ]
Location;/Collection Circulate?
Ea-IM : Skacks fes 1 copy
[ anply ] [ Cancel GD oldable?
Yes 1 copy
Circulation Library
HMMPL 1 copy Age-based Hold Protecti
armanth 1 cof
Owning Lib : Call Number
HMMPL ¢ § 525 OXLADE 1 copy Floating?
Mo 1 copy

Copy Number

Inan MNueakinn

You can clear any changes you've made since opening the copy editor by
clicking the Reset button.

Record Summary ( Yiew MARC )

Title: Space watch The Earth  Edition:  1st ed, TCN: ocn465190103 Created By:  gwplg-catl

Author:  Oxlade, Chris, Pub Date: 2011 Record ID: 19333139 Last Edited By: hm-catl

Bib Call #: QB631,4,0955 2011 Record Owner: Last Edited On: 2012-02-02 3:51 PM
Copy Editor

Juvenile nonfiction ~+

Delete Import Expaort Save

Idel‘ltiﬁcatial‘l Location {1} Circulation {2} Miscellaneous (3}
Status Location,/Collection Circulate? Alert Message Library Filter +

In process 1 copy Mon-Fiction - 1st Floor 1 copy Wes 1 copy <Unset= 1 copy EG-IN: Legacy Item (

<Unset > 1

Barcode Circulation Library Holdable? Deposit?

You can also apply and create templates from the Copy Editor. For further
information, see Chapter 6 — Item Templates.
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When you are finished making changes, you must click Modify Copies (Alt + M).

<Unset > 1 copy
Age-based Hold Protection Deposit Amount
1 copy &manth 1 copy 0.00 1 copy HMMPL : Legacy Home Location
<lnset= 1 copy
Floating? Price
1 copy Mo 1 copy 21,25 1 copy HMMPL : Legacy Item Type
<lnset> 1 copy
Loan Duration OPAL Yisible?
ormal 1 copy Yes 1 copy
Fine Level Reference?
Morrnal 1 copy Mo 1 copy
Circulate as Type Quality
<Unset > 1 copy Good 1 copy
Circulation Modifier
book : book @ monograph 1 copy

Copy Motes Modify Copies Close

The Copy Editor will close, and your changes will be applied.

NOTE: If you click the Close button or the red X to close the copy editor, your
changes will not be saved, and you will get a notification box:

The page at hitp:ffevergreen.lib.in. us says: E|

6 This window may have unsaved data, Close it ansiway’?

I oK | [ Cancel ]

If you want to save your changes, click Cancel to return to the Copy Editor. If you
want to discard your changes, click OK and the Copy Editor will close.

TIP: You can use the copy editor to make changes to more than one item at
once. See Using the Item Status Screen to Make Changes to Multiple Items
in Chapter 15 and Using Copy Bucket Manager Batch Function Tools in
Chapter 17.
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Adding Copy Notes
You can also add copy notes from the Copy Editor. Copy Notes can be used to

enter information that is specific to a single copy of an item, such as information
about an item donation or an autographed copy.

Copy Notes can be private, meaning it is visible only in the Staff Client, or public,
meaning it can be seen from the OPAC.

You can add multiple copy notes to the same item.

NOTE: The Copy Notes button doesn’t appear in the Copy Editor when adding
new items or when editing more than one item at a time.

TIP: It can be useful to place a private copy note when you place an item on hold
to check it for cataloging purposes, so that when the hold gets filled (sometimes
weeks or even months later) you will be able to quickly determine why you
placed the hold.

Click on Copy Notes (Alt + N) button, circled below:

Price
1 copy 21.25 1 copy HMMPL : Legacy Item Type
<Unset > 1 copy
ion OPACL Yisible?
1 copy Yes 1 copy
Reference?
1 copy Mo 1 copy
i Type Quality
1 copy Good 1 copy
Modifier
manograph 1 copy
| Modify Copies ] [ Close
Version 2.2.2
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If a copy note had previously been applied to this item, it would display now, like
so:

o Copy Motes |:”E”$__<|
Honoree Mote 2008-09-22 4:9 PM  Public

In honor Carson Sampson, a top reader in the Summer Reading Program, 2008,

[ #Delete This Note ] Close Window

If the item has no notes, the box will be blank. To add a copy note, click on Add
New Note (Alt + A).

& Copy Notes

Add Mew Moke
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A new box will open where you can enter your copy note. You can enter
information into either or both the Title and Note boxes.

@ Add Note EHE@

MNew MNote
Public? [ ]

Tile ]
L

Moke

Cancel ] ’ﬂddNDte

In previous versions of Evergreen, you could make the Copy Note visible from
the OPAC by adding a checkmark by clicking the Public? box.

&% Add Note

ILE Honoree Moke

This feature is currently unavailable, but should return in future versions, so if you
would like the note to be OPAC visible in the future, check the box.

After you have entered your note, Click Add Note (Alt + A).

@ Add Note (=13

New Note

Fublic?
Title

| Honoree Mokte |

Mot In honor of Carson Sampson, top reader in the Summer Reading Program, 2008,

s

(oo (s D

NOTE: Copy notes are not currently searchable.
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NOTE: You cannot edit a note you have created. If you wish to change the note,
you must delete it and re-enter it.
Deleting Copy Notes

Open the copy note from the Copy Editor, as described on page 7.6. Click the
Delete this Note button.

& Copy Notes E| [E| [g|

Add Mew Mote

Honoree Mote 2008-09-22 4:9 PM  Public
In honor Carson Sampson, a kop reader in the Summer Reading Program, 2008,

‘ #helete This Note | Close Window

A dialog box will open asking you to confirm that you wish to delete the note.
Click Yes (Alt +Y).

A dialog box will confirm that the note was deleted. Click OK or press Enter.

The page at hitp:ffevergreen.lib.in. us says: rz|

' Mote deleted,

Viewing Copy Notes in the OPAC

In previous versions of Evergreen, it was possible to view public Copy Notes
from the OPAC. This option is currently unavailable, but should be restored in a
future upgrade.
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